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TITLE          GRADE EEO-4         CODE 
 
COMMUNITY PROGRAM CONSULTANT 35 B 12.458 
 
DEFINITION OF THE CLASS: 
 
Under direction, Community Program Consultants develop model programs and provide technical 
and administrative consultative services for targeted populations requiring habilitative services 
within the community.  Consultative services address issues of concern to the agency, the 
targeted population, local employers, organizations and leaders in the community.  Incumbents 
develop, coordinate and conduct training programs; research, compile and disseminate program 
information to other State and federal agencies, the target population, service providers, the 
general public and the media; and perform related work as required. 
 
EXAMPLES OF WORK: (The following is used as a partial description 
 and is not restrictive as to duties required.) 
 
Promote public awareness and encourage program development within the community by 
presenting information pertinent to the program and to employers, community leaders, service 
providers, local organizations and group representatives and responding to questions and 
concerns relative to the program.  Organize committees to foster understanding of constituents' 
needs and community environments, address issues of concern, and provide needed services to 
the target population. 
 
Assist employers, community leaders, local organizations and their representatives to develop 
policies and programs that solve problems of interest by:  providing technical assistance in 
regards to program requirements and applications for services or funding; identifying resources 
which aid in planning and implementing programs; recruiting service providers based on project 
needs; and developing training materials and workshops which foster public acceptance of the 
programs, advance program benefits and encourage growth of program professionals.  Monitor 
each phase of the project to track progress toward achievement of desired goals and objectives 
and ensure that program requirements and applicable laws and regulations are made known, 
understood and carried out. 
 
Serve as program spokesperson and maintain a current flow of information with program 
participants and the communities served by researching judicial decisions and professional 
publications; contacting national information networks; responding to requests from the public 
for information, referrals and interpretations of State and federal regulations; designing and 
distributing program literature, newsletters and video products; coordinating media campaigns; 
and meeting with committees and community, labor or employer representatives to solicit input 
and resolve problems that may exist between the targeted population and other entities in the 
communities. 
 
The following examples and duties and responsibilities are presented for illustrative purposes 
and, while typical of positions allocated to this class, they are not intended to be all inclusive: 
 
Identifies major communities of minority populations in the state who may not be able to 
develop programs related to the prevention and treatment of substance abuse on their own; 
conducts community outreach to identify and alleviate problems associated with substance 
abuse; organizes local groups; suggests potential projects which can be implemented at a 
community level; and encourages community responsibility for ongoing implementation and 
success of the project. 
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EXAMPLES OF WORK:  (cont.)

Develops worksite-based programs designed to assist in the identification and resolution of
productivity problems associated with employees impaired as a result of substance abuse and
related concerns such as health status, financial issues, and emotional stress issues; provides expert
consultation and training pertinent to problem assessment services; and provides referrals and
establishes links to diagnostic, treatment and assistance services within the community.

Promotes and enhances the employment opportunities for persons with disabilities by increasing
employer, employee and union awareness and understanding of why and how to expand job
opportunities and correct access problems; conducts meetings, organizes job fairs, disseminates
information and coordinates resources to ensure that the employment needs, rights and privileges
of adults with disabilities are addressed in the public and private work place; provides consultative
services and technical assistance to the employer, disabled job applicants, federal grant recipients
and building engineers with regards to removing architectural barriers from employment sites and
places of public accommodation and improving access to transportation and housing; reviews plans
for existing buildings and new construction and provides information on barrier-free designs, and
makes suggestions for corrective action; and provides training relative to employment of persons
with disabilities.

FULL PERFORMANCE KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:  (These may be acquired
on the job and/or needed to perform the work assigned.)

Working knowledge of federal and State regulations and local ordinances affecting the assigned
program.  Working knowledge of available local, State and federal resource providers, their services,
roles and responsibilities.  Working knowledge of current trends and issues applicable to the
program area.

Ability to modify and/or adapt program designs, procedures and methods to current standards or
regulations.  Ability to effectively interact with persons from various social, cultural, economic and
educational backgrounds.  Ability to negotiate with others by the exchange of ideas, information
and opinions to arrive jointly at compatible decisions.  Ability to establish and maintain cooperative
working relationships with program professionals, employers, other State and federal agencies, the
media and the public.  Ability to read, understand and interpret technical, legal and program specific
documents.

ENTRY KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:   (Applicants will be 
screened for possession of these through written,
oral, performance or other evaluation
procedures.)

General knowledge of terminology applicable to the assigned program.  General knowledge of the
social, health and economic problems of the targeted population.  General knowledge of effective
methods for educating adults.  General knowledge of media reporting including effective methods
for developing and presenting information to each medium.

Ability to identify and access local, State and national resources.  Ability to conduct public forums
and to respond to questions on a variety of subjects.  Ability to coordinate events by determining
the time, place and sequence of actions.  Ability to write grammatically correct articles, press
releases, and reports in a clear and concise manner.  Ability to analyze information, problems or
situations; formulate objective conclusions; and recognize practical alternatives.  Ability to persuade,
encourage, inform and stimulate general interest and enthusiasm through oral presentations and
written communications.
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ENTRY KNOWLEDGE, SKILLS AND ABILITIES REQUIRED:  (cont.)

Skill in organizing, writing and identifying objectives for community groups.  Skill in disseminating
information and material to professionals and others in the community.

EDUCATION AND/OR WORK EXPERIENCE:

I
Graduation from an accredited college or university with a major in an area of specialization relevant
to the agency to which assigned and two years of professional experience which included
responsibilities for researching, writing and presenting informational and educational material; OR

II
An equivalent combination of education and experience in which the applicant has demonstrated
possession of the entry level knowledge, skills and abilities.

SPECIAL NOTE:  In order to meet the needs of the recruiting agency, the position may require
specialized backgrounds or skills which will be identified at the time of recruitment.

This class specification is used for classification, recruitment and examination purposes.  It is not
to be considered a substitute for work performance standards for positions assigned to this class.
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